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MANUAL FOR EMPLOYER CONTACTS

Mission Statement — The Nebraska Public Employees’ Retirement System (NPERS) recog-
nizes the importance of a successful retirement and is dedicated to providing the highest
quality service necessary to assist members in achieving this goal.

This manual is designed to assist the employer contact in the following areas:
- General information regarding the system
- Determination of eligibility for membership
- Determination of eligible compensation
- Preparation and filing of various reports and forms

Due to changes in the laws and administrative requirements, information contained in
this manual may not always be current. Updates will be sent to all employer contacts as
needed.

For record retention purposes, all information submitted to NPERS must be in blue or
black ink.

Not all situations can be covered in this manual. If a situation should arise which you are
unsure how to handle, please contact NPERS.

Nebraska Public Employees Retirement Systems
1221 N Street, Suite 325
PO Box 94816
Lincoln, NE 68509-4816

(402) 471-2053 for Lincoln area
(800) 245-5712 for outside Lincoln area
(402) 471-9493 fax.
WWW.Npers.ne.gov

Revised May 2003



TABLE OF CONTENTS

CHAPTER 1: EMPLOYER CONTACTS

Employer Contact Information 1-1
Employer Contact Form - Sample 1-2
Activating Payroll Administrator Web Account 1-3
Changing Your Web Profile 1-9

CHAPTER 2: ELIGIBILITY & ENROLLMENT

Eligibility Requirements 2-1
Non-Members 2-2
Enrollment Procedures 2-3
Vesting Credit 2-4
Application for Vesting Credit Form - Sample 2-5
Methods for Certifying Proof of Age - Sample 2-7

CHAPTER 3: WAGE & CONTRIBUTION REPORTING

Employer Reporting Information 3-1
Wage & Contribution Reporting Methods 3-1
Due Dates 3-1
Contribution Rates 3-3
Payroll Withholding 3-5
Section 125 Plan for Insurance Premiums 3-5
Employer Reporting Information (Continued) 3-6
Instructions for the Wage & Contribution Report 3-8
Internet Reporting 3-9
Logging on to Your Web Account 3-10
Creating a New Report 3-13
File Transfer Upload 3-15
Manually Populate an Empty Report 3-22
Copy Member Records Forward 3-25
Internet Reporting Process 3-28
Edit Reports 3-29
Update Header 3-36
Delete Employer Reports 3-38
Confirm/Unconfirm Employer Reports 3-41
View Report Totals 3-46
View Report Details 3-48
Posting Your Wage & Contribution Report 3-49
Diskette Report 3-50
File Layout 3-51

Definition of Field Names 3-52



CHAPTER 3: WAGE & CONTRIBUTION REPORTING (Cont.)

Paper Report 3-53
Remittance Payment 3-56
ACH Credit Information Form 3-57
ACH Debit Authorization Form 3-58
Instructions for the Wage & Contribution Recap Report 3-59
Wage & Contribution Recap Report -Sample 3-61
Instructions for Completing an Adjustment Report Form for Web Reporters 3-62
Instructions for Completing an Adjustment Report Form for Diskette

and Paper Reporters 3-66
Adjustment Report Form — Samples AB & C 3-67
W-2 and Instructions — Sample 3-72

CHAPTER 4: SERVICE CREDIT

Service Credit 4-1
AfterJuly 1, 2002 4-1
Other Rules Applied Prior to July 1, 1986 4-2
Other Comments Regarding Service Credit 4-2

Prior Service 4-2
Military Service 4-2

Before 1994 4-2

After 1994 4-3
Verification of Service 4-4
Verification of Service -Samples 4-6

CHAPTER 5: PURCHASING SERVICE

Purchasing Service 5-1
Repayment of Refund 5-1
Purchase of Service Credit 5-1

Leave of Absence 5-1
Out-of-State and Omaha Public School Service 5-1
Twelve Month Preretirement Service Purchase 5-2

Method of Payment 5-2
Pre-tax Payroll Deductions 5-2
Rollover as Payment for Purchase of Service 5-2

CHAPTER 6: DEATH AND DISABILITY

Death Benefits 6-1
General Beneficiary’s Options 6-1
Surviving Spouse’s Options 6-2
Proof of Death 6-2

Disability 6-3



CHAPTER 7: TERMINATING EMPLOYMENT

Terminating Employment 7-1
Instructions for Non-Contributing Member Form 7-1
Non-Contributing Member Form — Sample 7-2
Terminating Service Before Qualifying for Retirement 7-3
Refund 7-3
Rollover 7-3
Defer 7-3
Refund Tax Information 7-3
Additional Refund Information 7-4
Special IRS Tax Notice Regarding Plan Payments 7-5
Member Options for Retirement 7-11
Income Taxes 7-13
Cost of Living Adjustment (COLA) 7-13
General COLA Adjustment 7-13
Purchasing Power Floor COLA 7-13
Direct Deposit 7-13
Emeritas Membership 7-14
Reemployment After Retirement 7-14
Retirement Informational Bulletin 7-15

CHAPTER 8: PRERETIREMENT SEMINARS

Preretirement Planning Program 8-1
Guidelines 8-1
Registration 8-1
Refund Policy 8-1

Cancellation Policy 8-2

Schedule of Seminars 8-2

Topics Discussed at Seminars 8-2

For More Information 8-2

CHAPTER 9: MISCELLANEOUS INFORMATION

Interest Rates 9-1
Change of Name or Address 9-2
Order Form 9-3
Order Form — Sample 9-4
Qualified Domestic Relations Order (QDRO) 9-5
GASB 27 Disclosure 9-6
List of School Districts (Alphabetical Order) 9-7

List of School Districts (Numerical Order) 9-13

Retirement Office Staff 9-19

APPENDIX - REFERENCES
FORMS



